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17 September 1963

MEMORANDUM TO: Records Management

X1 ATTENTION  :
SUBJECT : Changes to Cobtact Division, 00, Records Control
Schedule
1 REFERENCE | |Conversation of 17 September; Same
Subject

Please make the following changes to the CD/00
Records Control Schedule:

1. Ttem 90 -~ Liaison Correspondence.
The disposition instructions for a and b
should be amended to read:

Temporary. Destroy 3 years after
retirement. Remainder of instruc-
tion is okay.

Temporary. Destroy 3 years after
retirement. Cut off file at end

of each year; retain in current

files area for one year then transfer
to the records center.
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3. 92 - Requirements Case Files
In memo 9 April 1963 this office requested and
approval was granted, for destruction of case
files (Item 37) after 10 years. Since Item 92
is the Sensitive portion of Item 37 approval is
requested for a change in disposition instruc-
tions for Item 92 to read as follows:

Temporary. Destroy 10 years after
transfer to the Records Center.
Retain in current files area one
year after case has been closed then
transfer to the Records Genter.

k. Ttem okd. ,
At the present time a machine listing is furnished
to consumers which precludes the need for keeping
these cards in the current files. Approval is
requested for the transfer of these cards to the
Records Center for a retention period of 3 years.
The disposition instruction should be changed to
read: :

d. Temporary. Destroy 3 years after
retirement. Retire to Records Center after
machine listing has been prepared.

25X1

Record Officer, CD/0O

APPRO] 7 { k4

Da
CIA Records Administration Officers,

GOMFIDENTIAL
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MEMORANDUM FOR: Records Mapsgement
ATTENDION
FROM

SUBYECT :  CDf00 Records Schedule - Item LTa,
Couriers Classified Mail Receipt.

REFERENCE

P}xrmt to reference conversation plecse change the
disposition instruction of ITtem 47a to resd: temporary. Destroy
after one year (maintain e 12 wonth level).

AREA RECORDS OFFICER
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MEMORANDUM FOR: Chief, RSecords Administration Staff

25X1 prrENTION |
SUBJECT . . Records Comtrol Schedule far Contact Division
|
25X1 | pevERENCE of 16 Jamuary 1962.

As agreed in reference telecon, pl-afs make the following
changes to the Records Coztrol fchadule fur Jontact. Division:

1. Ttem LTC - Tmepositi>: instrmctior should read:
Tenpore:y. Jsstrop after 1 year.

5. Tter LTE - "-erosition imstructian should read:
‘- lenporary. estroy -Ster 2 years.
Nt off file 2l tre ani of each year;

jestrdn - ytard later. v !

j§25X1

‘ Reccrds Officer, Comtact Divieion, 00 p

_ | E ' .25 January 1962
25X1  mo: | o '

Above changes have been made to our copy of the schedule. B

‘However, the item 47e should be retained for two after cut- o \
off and your copy of the schedula shombe-sm o 2?(1

7 "Records Admin‘_.!.stration Officer
CC: To Records Center

,.

7R o CONFIDENTIAL
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